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Professional Summary 

• Responsible and motivated professional with strong organizational and 
communication skills. 

• Experienced in administrative support, documentation preparation, and customer 
service. Able to work 

• independently and as part of a team. Detail-oriented, adaptable, and committed to 
maintaining high 

• professional standards. 
 
Work Experience 
Senior Cleaner & Administrative Assistant 
Green Cleaning Seattle – Otium Maid Services, Seattle, WA 
December 2021 – Present 

• Provide high-quality residential and commercial cleaning services 
• Ensure compliance with company standards and internal policies 
• Communicate directly with clients and resolve service-related issues 
• Support scheduling and administrative tasks 
• Represent the company professionally in client interactions 
• Maintain environmentally responsible cleaning practices 

 
Judicial Assistant 
Irshava District Court, Ukraine 
September 2005 – August 2020 

• Prepared drafts of court decisions, rulings, and legal documents 
• Reviewed and organized case materials 
• Maintained official court documentation 
• Provided administrative and procedural support to the judge Skills 
• Administrative Support 
• Document Preparation & Review 
• Customer Service 
• Time Management & Organization 
• Attention to Detail 
• Problem Solving 
• Microsoft Office & Google Workspace 
• Ability to work in fast-paced environments 

 
Languages 
Ukrainian – Native 
English – Fluent 
Russian – Fluent 






